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CENTRAL INTELLIGENCE GROUP 
Washington, D. C. 


| MEM0! ™ , 4 September 1947 


SUBJECT: Property Survey Board 

Reference: CIG Memorandum | | dated 11 February 1947 

Subject: Accountability and Responsibility 
for Property at CIG Installations 

1. A Property Survey Board is hereby established to act for the Direc 
tor of * Central Intelligence on all matters pertaining to loss, damage, de- 
struction, theft or disposition of public property for which CIG is respon- 
sible. This board shall consist of: 

Chief, Inspections Branch, I&S 

Assistant General Counsel 

Chief, Property Control Division, Ser 
vices Branch, A&M 

2. The Property Survey Board will: 

a. Determine the pecuniary liability or the relief from respon- 
sibility of any employee of CIG for the loss, damage, destruction, 
or theft of public' property. 

b. Authorize disposition or destruction of unserviceable and 
obsolete property in the custody of the GIG. 

c. Require the responsible person to submit, in compliance 
with paragraph 9 of above reference, a completed Survey Report 
(Form No. 36-18) in each case of loss, damage, destruction, or 
theft of CIG property and, when necessary, direct an investigating 
officer to obtain additional information, 

d. Review all Survey Reports and supplemental data, including 
the findings and recommendations of the investigating officer when 
applicable. 

e. Afford the responsible individual an opportunity to examine 
all available evidence and to include any additional statement he 
may desire to make. 

f . Advise those directly concerned of the decision by the 
board and maintain records of all Property Survey Board proceed- 
ings. 


— Chairman 

— Member 

— Member 
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g. (1) Review and investigate all requests for disposi- 
tion of property worn out through fair wear and tear or other- 
wise rendered unserviceable and/or obsolete in the service of 
the Government without fault or neglect on the part of any 
individual. 

(2) Authorize ultimate disposition of such property. 

(3) Relieve the individual concerned of responsibility 
and/or accountability therefor, or direct the preparation of a 
Survey Report, in each case where there is evidence that subject 
property may have been rendered unserviceable through fault or 
neglect on the part of any individual. 

3. When pecuniary liability is established against an individual, 
he may appeal the Property Survey Board's decision to the Director of Cen- 
tral Intelligence in writing, through the Property Survey Board, within 
30 days after receipt of notification of the Board's decision. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 


Executive for 

Administration and Management 

DISTRIBUTION: A 


\ 

\ 
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centra! intelligence agency 

Tfashihgton; D. C. 




administrative instr uction 

NO. 


SUBJECT: . Property Disposition. 

RESCISSION: Administrative Instruction No. 


7 March 1949 


dated 4 September 1947 . 


1. cu Property Survey Boards composed of members as listed below 
are hereby constituted to act on all matters pertaining to loss, 
damage, destruction, theft, or for the disposition of public prop- 
erty for whioh CIA is responsible: 


Overt Board 


Covert Board 


Deputy Chief of I&S Chairman 


Deputy Chief of I&S 


Chief, Inspection Branch, Member 
I&S* 

Asst. General Counsel.. Member and Le- 

gal Advisor 

Overt Deputy Services Member and 

Officer Recorder 


Asst* General Counsel 


Covert Deputy Servioes 
Officer 


Chief, Property Auditor, Member and Al- Asst. Covert Deputy 

Services Office ternate Recorder Services Officer 


Three members will be considered a quorum. 


b. The Services .Officer will supply such administrative, tech- 
nical and clerical assistance as may be required by the Boardo 

2. The Property Survey Board will: 

a. Determine the pecuniary liability or relief from accounta- 
bility or responsibility of any individual for loss, damage, -destruc- 
tion or theft or other disposition of public property for which CIA 
is responsible, where the total monetary value involved is $1, 000*00 
or less. 


b. Designate any qualified individual to act for it in appro- 
priate cases in determining relief from accountability or responsi- 
bility for damage to, or shortage of, CIA property where there is 
no evidence of fault or negleot on the part of the individuals con- 
cerned and whore the estimated damage is not in excess of $100. 00.. 


RESTRICTED 
- 1 - , 


I; 

V. 
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CENTRAL INTELLIGENCE AGENCY 
"fas Kington, D. C. 


ADMINISTRATIVE INSTRUCTION 7 i/arch 1949 

HO. ‘ I 1 


SUBJECT: Property’ Disposition. 
RESCISSION) Administrative Instruction 


dated 4 September 1947. 


1. a. Property Survey ‘Boards composed of members as listed below 
are hereby constituted to act on all matters pertaining to loss , 
damage'/ destruction, theft, or for the disposition; of public prop- 
erty for which CIA is responsible: 

Overt Board Covert Board 

Deputy Chief of I&S Chairman • Deputy Chief of I&S 


Chief, Inspection Branch, Member 
I&S * 


Asst. General 'Counsel " Member and Le- ' Asst. . General Counsel 

gal Advisor 


Overt Deputy Services 'Member and* 
Officer ' Re 0 order 


Covert Deputy Services 
Officer 


2.5X1 A 
25X1 A 


Chief, Property Auditor, Member and Al— Asst. Covert Deouty 

Services Office ternate Recorder Services Officer 

Three members. will be considered a quorum. 

b. The Services Officer will supply such administrative, tech- 
nical and clerical assistance as may be required by the Board. 

2. The Property Survey Board wills- : 

a.. Determine the pecuniary liability or relief from accounta- 
bility or responsibility of any individual for loss, damage, -destruc- 
tion or theft or other disposition of public property for which CIA 
is responsible, where the total monetary value involved is fl,000 o 00 
or less. 

■ b. Designate any qualified individual to act for it in appro- 
priate cases in determining relief from accountability or responsi- 
bility for damage to, or shortage of, CIA property where there is 
no evidence of fault or neglect on the part of the individuals con- 
cerned and where the estimated damage is not in excess of $100.00. 


RESTRICTED 

- 1 - 


“T 
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REMARKS: f&L, 2a -2, ^ aJj 

GlhM' $ 

.,<JH 


_S_ECRET CONFIDENTIAL /^REST R 1 CTEdY UNCLASS I F I 




Approved ForJRelease 2003/04/17 : CIA-RDP81-00728R000100020009-3 

A ' ' . : ' ■ }.\\\ . ' ,}t • N, > 

. it . 1. Vi. A V* .• -T -• * v ? . * • . . ........ . . >. 1 ' .Vi 


Approved For Release 2003/04/17 : CIA-RDP81-00728R000100020009-3 


25X1 A 


25X1 A i 



V . 



CENTRAL I.NTBLLIG E'NCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE 1 1JS TRUCTION 

SUBJECT: Property Disposition. 

RESCISSION: Administrative Instruction No 


7 March 1949 


dated 4 September 1947 . 


are herob y°lKit^ listed below 

damage, destruction, theft, or ?5 tair5i *£ to loss, 

©rty for which CIA is rasponsibfe: th6 disposition Public prop- 


Overt Boa rd 

Deputy Chief of I&S Chairman 

Chief, Inspection Branch, Member 


Covert Boa rd 
Deputy Chief of US 


Asst. General Counsel 


Overt Deputy Services 
Officer 


Member and Le- 
gal Advisor 

Mombor and 
Re o order 


Chief, Property Auditor, 
Services Office 


Member and Al- 
ternate Recorder 


Three members will 


be considered a quorum. 


Asst, General Counsel 


Covert Deputy Services 
Officer 

Asst. Covert Deputy 
Services Officer 


uioal and cleric^L^ 

Tho Proport y Survey Board will : 


2. 


bility ortesponsibility^any indiv^^i °r r9lief from accounta- 
tion or theft or other l08S r -Mtruo- 

is -Ponsible, where the total moneta^^ 

priate oases e in t deteminSg f ieiiS d p^ dUal t0 + 0t f ° r ^ in appr °- 
bility for damage to, or shortage o£ rT? 0 aMUty or responsi- 
no evidenoe of fault or negleo/on Ib^ Prop ® rty wh ® r « bhere i 8 

corned and where the estimated damage 15 ^ 0 +°^ ^ indiTidualfl °on- 

aamage is not in exoess of $100.00. 


ISST8K7ED 



A ,, 






, ■ ' ■ V 
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o. Direct disposition or destruction of unserviceable, obsolete 
or surplus proparty in the custody of CIA. The Board may designate 
any qualified individual to aot ftor it in appropriate cases under 
this authorization* 

d. Recommend aotion to the Executive in connection with para- 
graph 2a, above, whore the monetary value involved is m excess of 
fl, 000*00, who will take final action or recommend aotion to the 
Director in his discretion* 

e. Require such initial Survey Reports, and presentation of 
evidence either in person or in writing, as may be considered neces- 
sary to arrive at appropriate conclusions and determinations. 

f. Maintain adequate records of its aotionso 

3. The Board and the Executive are oharged with the responsibility 
of informing the Direotor of any unusual oiroumstanoos or matters whioh 
should be brought to his personal knowledge in connection with the«. 
instructions. Board reports under this paragraph will be routed through 

the Executive* 

4. Individuals against whom peouniary responsibility is ^established 
under the provisions of these instructions may appeal, in writing, to the 
Direotor, within thirty (30) days qftor reoeipt of notification of such 
liability. 

6. These instructions supersede any provisions of Administrative 
Instruction No. | | in oonfliot therewith. 


■ f- r: R. II. IIILLENKOETTER 

Rear Admiral, TJSN 
Direotor of Central Intelligence 

DISTRIBUTION » A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C * 


ADMINISTRATIVE INSTR UCTION 
no. . 


l<us '*r 


25X1A 


SUBJECT: Property Disposition, 


25X1A 


RESCISSION: Administrative Instruction 


dated 4 September 1947, 


1« a* Property Survey Boards composed of members as listod below are 
hereby constituted to act on all matters pertaining to loss, damage, 
destruction, theft, or for the disposition of public property for which 
CIA is responsible: 


Overt Board 


Covert Board 


Deputy Chief of I&S Chairman 

Chief, Inspection Branch, Member 

I&S 


Deputy Chief of I&S 


Asst. General Counsel 


Overt Deputy Services 
Officer 


Member and 
Legal Advisor 

Member and 
Recorder 


Asst. General Counsel 


Covert Deputy Services 
Officer 


Chief, Property Auditor, 
Services Office 


Member and Al- Asst. Covert Deputy 
tarnate Recorder Services Officer 


Three members will be considered a quorum. 

b. The Services Officer will supply such administrative, technical 
and clerical assistance as may be required by the Boards 
2. The Property Survey Board wills 

a. Determine the pecuniary liability or relief from accountability 
or responsibility of any individual for loss, damage, destruction or 
theft or other disposition of publio property f or which CIA is responsi- 
ble, where the total monetary value involved is $1,000.00 or loss. 
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b* Designate any qualified individual to act for it in appropri- 
ate cases in determining relief from accountability or responsibility 
for damage to, or shortage of, CIA property where there is no evidence 
of fault or neglect on the part of the individuals concerned and where 
the eatimatod damage 13 not in excess of $100*00* 

c* Direct disposition or destruction of unserviceable, obsolete 
or surplus property in the custody of CIA, The Board may d osignate 
any qualified individual to act for it in appropriate cases under this 
authorization, 

d* Recommend action to the Executive in connection with paragraph 
2a, above, where the monetary value involved is in excess of .$1,000*00, 
who will take final action or recommend action to the Director in his 
discretion. 

e* Require such initial Survey Reports, and presentation of evi- 
dence either in person or in writing, as maybe considered necessary 
to arrive at appropriate conclusions and determinations* 
f* Maintain adequate records of its actions* 

3* The Board and the Executive are charged with the responsibility of 
informing the Director of any unusual circumstances or matters which should 
be brought to his personal knowledge in connection with these instructions* 
Board reports under this paragraph will be routed through the Executive* 

4# Individuals against whom pecuniary responsibility is established 
under the provisions of these instructions may appeal, in writing, to the 
Director, within thirty (30 ) days after receipt of notification of such 
liability* 

5. These instructions supersede any provisions of Administrative Instruc- 


in conflict therewith. 


ttSTRKl 


25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C • 


1 Y' jt 


f i 

p 
4 1 


l 


/ 


ADMINISTRATIVE INSTRUCTION 
NO . 


10 January 1951 


SUBJECT: Property Disposition 

Paragraph la of Administrative Instruction No. 
7 March 1949, is amended as follows: 


dated 


di spos it i on^of "puh li ^pr operty for which CIA is responsible: 


Chairman 

Member and Legal Advisor 
Member and Recorder 
Member 


Deputy Security Officer 
Assistant General Counsel 
Deputy Procurement Officer 
Assistant Comptroller" 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 

25X1A 


MURRAY McCONNEL 
Deputy Director 
(Administration) 


Distribution: No. 3 


RESTRICTED 



N 

V 



■i 
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STANDARD FORM NO, 64 




Office iWMMT 7 ^ffli'gmreemNMENx 


TO : Deputy Director for Administration 

FROM : Chairman, Property Survey Board 


DATE: JAH 3 


SUBJECT: 


property Survey Boards 


25X1A 


Administrative Instruction dated 7 March 1949, establishes 

functions of two Property Survey Boards for Overt and Covert interests. In 
view of the recent reorganization the necessity for two Boards no longer exists 
and accordingly it is requested that authority be granted for one Board to handle 
all survey matters of both an overt and covert nature. It is recommended that 
the composition of the Board be as follows: 


Chairman 

Member and Legal Adviser 
Member and Recorder 
Member 


- Deputy Security Officer 

- Assistant General Counsel 

- Deputy Procurement Officer 

- Assistant Comptroller 


It is requested that authority be granted to establish the Property 
Survey Board on this basis in order that pending cases of both a covert and overt 
nature may be processed. 


)eputy Security 


si & 


25X1A 


25X1 A 




p.P 
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mining relief from accountability or responsibility*. 

b. Direct tho disposition or destruction of unserviceable, obsolete or 
surplus property in the custody of CIA. The Chief of the Supply Division, 
Services Office, is -hereby-designated by-the {board to act in its ibehalf-in^ 
suck-matters, subject to the following conditions: 

(1) Upon receipt of certification from the appropriate officer, 
the Chief, Supply Division, will dispose of unserviceable or obsolete 
property in accordance with existing and applicable U. S. Government 
regulations. 

(2) Upon receipt of certification from the appropriate officer, 
the Chief, Supply Division, will determine whether such property is 
surplus to the needs of CIA, or whether its transfer is economically 
justified, and proceed in accordance with existing and applicable U* S. 
Government regulations. 

(3) Appropriate officers, as referred to in 2b(l) and (2) above, 
will be the following: 

(a) The Chief, Communications Division, for all communica- 
tions technical equipment except that utilized by FBIB. 

(b) The Chief, FBIB, for all government property utilized 
in its overseas installations, and for all FBIB technical equip- 
ment in the United States. 

(c) The Deputy Services Officer (Covert) for all " Operational 
Supplies 11 . 


| (d) The Deputy Services Officer (Overt) for all other Govem- 

[ ment property in the custody of CIA. 



•r 
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( 4 ) The appropriate officers, referred to in 2b(l) and (2) above, 
in making the necessary certifications will be guided by normal Govern- 
ment practices and standards insofar as the requirements of the office 
concerned permits, and where there are deviations from such practices and 
standards they will supply necessary justifications in support of their 
certifications* 

( 5 ) The appropriate officers, referred to in 2b(2) above, in making 
the necessary certifications will detemLne whether such property can be 
utilized elsewhere within their own activity and indicate in certification 

to Chief, Supply Division, Services Office, that equipment is in excess of 
the needs of their activity* 

(6) The Chief, Supply Division, Services Office, will maintain a 
file of reports for the information and inspection of the^lnspection Branch, 
I&S, and the Property Survey Board, showing justification for actions taken 
in accordance with the authority delegated in paragraph 2b above, 

(7) The Chief, Simply Division, will utilize the facilities of the 
General Counsel in connection with the applicable Government regulations 
and will be guided by the General Counsel's decisions and opinions. 

c. Recommend action to the Executive in connection with paragraph 2a, 
above, where the monetaiy value involved is in excess of $1,000.00, who will 
take final action or recommend action to the Director in his discretion. 

d. Require such initial Survey Reports, and presentation of evidence 
either in person or in writing, as may be considered necessary to arrive at 
appropriate conclusions and determinations. 

e. Maintain adequate records of its actions. 



f. 
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3# The Board and the Executive are charged with the responsibility of inform- 
ing the Director of any unusual circumstances or matters which should be brought to 
his personal knowledge in connection with these instructions* Board reports under 
this paragraph will be routed through the Executive* 

4# Individuals against whom pecuniary responsibility is established under the 
provisions of these instructions may appeal, in writing, to the Director, within 
thirty (30) days after receipt of notification of such liability# 

5# These instructions supersede any provisions of Administrative Instruction 


pin conflict therewith. 


R.H.H. 


DISTRIBUTION: A. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 


ADMINISTRATIVE I NSTRUCTION 
NUMBER 


20 October 1947 


SUBJECT; Reproduction Requisitions and Priorities 


1. REPRODUCTION PRIORITIES 

a. Classes of priorities for all types of reproduction are 
established as indicated below; 


Priorities Class 
AA 
A 
B 
C 

None 


Used When 
Extremely Urgent 
Most Urgent 
Urgent 
Less Urgent 
No Urgency 

b. Priority requested will be shown under "REMARKS” on 
Form No. 36-2, (Reproduction Requisition). Class AA and A priority re- 
quests will include justification for urgency. 


Completed 
Immediately 
72 hours 
7 days 
14 days 
30 days 


personally 

c. Chief, Services Branch, A&M must/ take action on Class AA 


and Class A priorities, and will be responsible for resolving priority 
conflicts between CIA activities. 

d. Insofar as practicable, constant priorities will be estab- 
lished for recurring reports of similar form and type. CIA activities 
concerned will coordinate directly with the Chief, Services Branch A&M, 
to establish such priorities at the earliest practicable date. 

e. Office and Staff Section Heads must personally maintain 
ufficient knowledge of priority needs and requests to insure against 


se of priorities" B* 1 and above. The bulk of all priorities should 


- 1 - 


1 
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normally bo bolo» Mori by" B*so that aattera of ml ureoncy rill not 
be delayed in reproduction. 

2, Reproduction requests, except for constant priorities, v/ill be 
submitted on Form 36-2 (Reproduction Requisition) which will be com- 
pleted in each detail. 

3 . Types of Service and Cost: 

a. Reproduction facilities are available for: 

(1) Mimeograph 

(2) Hectograph (Ditto) 

(3) Offset print 

(4) Type-set print 

(5) Photostat 

( 6 ) Microfilm 

(7) Ozalid print 

b. Advice relative to cost, time required, and numbers of 
copies in connection with each type of facility will be provided on 
call, by the Chief, Reproduction Division, Services Branch, A&M. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive ror 

Administration and Management 


^TRICTED 
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28 February 19U9 


MEMORANDUM 


TO: 

SUBJECT: 
REFERENCE : 


Executive, CIA 
Property Disposition 


(a) Proposed d raft oi‘ Administrative Instruction 
’ I on subject. 


25X1A 


1. It is understood that in carrying out the duties set forth in 
Reference (a) covert actions will be handled by one group of Board 
members and overt actions by another, but this is not specifically set 
forth in the draft. Since this is the intent, 0PC suggests that 
Paragraph 1 be modified to read as follows: 



»1. a. Property Survey Boards composed of members as 
listed below are hereby constituted to act on all matters 
pertaining to loss, damage, destruction, theft, or for the 
disposition of public property for which CIA is responsible: 


Overt 

Deputy Chief of I&S 


Chairman 


Covert 


■Chief', Inspection 
Branch, I&S 


’ Alteyftfrto i C h alrmfM * 

•^asaaU Member W* 


Deputy Chief of I&S 

/)uleZf 


M BS 


SZ> 


Ass't General Counsel 


Member and Legal 
Advisor 


Ass't General Counsel 




Overt Deputy Services 
Officer 


Member and Recorder Covert Deputy Services 

Officer 


Chief. 




Coatpe 


Services 

Office 


& 


Member and Alter- 
nate Recorder 


Ass't Covert Deputy 
Services Officer (?/\ 




Three members will be considered a quorum.” 


2. It is further recommended that a new Paragraph 2b be inserted 
as follows: 


”2. b. Designate any qualified individual to act for it 
in appropriate cases in determining relief from accountability 


or responsibility 


Is 
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or responsibility for damage to, 0.1 1 shortage of, CTA property 
where there is no evidence of fault or neglect on the part Cf ^\^ 
of the individuals concerned and where the estimated damage 
is not in excess of IIOO." 

3, with the insertion of this new Paragraph 2b, the present 
Paragraph 2b would be redesignated 2c and would read as follows: 


» 2 . c. Direct disposition or destruction of unservice- 
able, obsolete or surplus property in the custody of CIA. 
The Board may designate any qualified individual to act for 
it in appropriate cases under this authorization.” 



It. If the above suggestions are incorporated in the Administrative 
Instruction sub-paragraphs 2c, 2d and 2e should be redesignated 2d, 

2e and 2f . 


FOR THE ASSISTANT DIRECTOR FOR POLICY COORDINATION: 


Acting j&tecutive lor 
Administration &. Training 


wd: oPC 





••iv 
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RtarHiOTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTR UCTION 
NO. f I 


25X1 A 


SUBJECT: Property Disposition. 

Rescission: Administrative Instruction Na 
1947. 1 


dated 4 September 


25X1 A 


1, a. A Property Survey Board composed of members as listed below is 
hereby constituted to act on all matters pertaining to loss, damage, 
destruction, theft or other disposition of public property for w.hich 
CIA is responsible: 


Deputy Chief of I&S 


Chief, Inspection Branch, I&S 


Chairman 

Alternate Chairman 
and Member 


Assistant General Counsel 


Member and Legal 
Advisor 


Deputy Services Officer 

n ^ » • 


Services Office 


Three members will be considered a quorum. 


Member and Recorder 


Member and Alternate 
Recorder 




b. The Services Officer will supply such administrative, technical 
and clerical assistance as may be required by the Board. 


2. The Property Survey Board will: 

a. Determine the pecuniary liability or relief from accountability- 

'V— A 

or responsibility of any individual for loss, damage, destruction or 
theft or other disposition of public property for which CIA is responsible, 
where the total monetary value involved is $1,000,00 or less. 


... ,-.r . f***’ V 

In | 5r ;,, S { i . j ^ j 
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, v lb. Direct disposition or destruction of unserviceable, obsolete 
or surplus property in the custody of CIA. The Board may designate 
any qualified individual member or other available Individual to act 


for it in appropriate cases under this authorization and to determine 
relief from accountability or responsibility for damage,, te'ci^ property 


where there is no evidence of fault or neglect on the part of the 
individuals concerned, and the estimated damage is not in excess of 

Sicc.ro. 

J c/. Recommend action to the Executive in connection with paragraph 

2a above, where the monetary value involved is in excess of <1,000.00, 

'''' z . ***** a.Ux-t-ry /0 serfs -u, gAjJ. 

>' f 4 Re< l u:Lre such initial Survey Reports, and presentation of evidence’^**, 

either in person or in writing, as may be considered necessary to arrive 

at appropriate conclusions and determinations. 

4'f*' Maintain adequate records of its actions. 

3. The Board and the Executive are charged with the responsibility of 
informing the Director of any unusual circumstances or matters which should 
be brought to his personal knowledge in connection with these instructions. 

Board reports under this paragraph will be routed through the Executive. 

4. Individuals against whom pecuniary responsibility is established 
under the provisions of these instructions may appeal, in writing, to the 
Director, within thirty (30) days after receipt of notification of such liability. 

5 4 These instructions supersede any provisions of Administrative Instruc- 
tion 


in conflict therewith. 


25X1/ 


R. H. HILLEM0ETTER 
Rear Admiral, USU 
Director of Central Intelligence 


Sir i u \ : 'i ; 


.V 
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ADMINISTRATIVE INSTR tlCllM 
NO. 


SUBJECT; Property Disposition. 
CONCURRENCES: 




Services Officer 


£ 



Bud 

[get Uiildei 1 



ChiM^f I&S 


S ~ J 77~ 


<tSi "a 


6^ 






oso 






OPC 





cJUfci irZ+t'H j 








r c<K; ZtZZ. 


MX.tu.'UMr" 
'(%> 


Recommend that "Chief, Supply Division" listed in paragraph 1 a 

be changed to read "Chief, Property Control Division." 

■ Recommend that paragraph 2 b be changed to read 

relief from accountability cr responsibility for damage or shortage of CIA 

Services Officer ~ 



property 


i (Jit r 
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or oh 1949 


CLNTFiAL INTDLLI OEMCE AGENCY 
Washington f D. C # 


ADMINISTRATIVE INSTR UCTION 
No# 


Date i 


■SUBJECT! Property* Disposition. 

RESCISS ? ON* Administrative Instruction No 


dated 4 September 1947 1 


It a. Property Survey Boards composed of members as listed below are 
hereby constituted to aot on all matters pertaining to loss, damage, 
destruction, theft, or for tho disposition of public property for which 
CIA is responsible* 


Overt Board 


Covert Board 


Deputy Chief of I&S 


Chief, Inspection Branch, 
I&S 


Chairman 

Member 


Deputy Chief of I&S 


Asst. General Counsel 


Member and 


Asst# General Counsel 


Legal Advisor 


Overt Deputy Services 
Officer 


Member and 
Recorder 


Covort Deputy Services 
Officer 


Chief, Property Auditor, 
Services Office 


Member and Al- Asst# Covort Deputy 
tomato Recorder Services Officer 


Three members will bo considered a quorum# 

b# The Services Officer will supply such administrative, technical 
and clerical assistance as may be required by the Board# 

2# The Property Survey Board will* 

a# Determine tho pecuniary liability or relief from accountability 
or responsibility of any individual for loss, damage, destruction or 
theft or other disposition of publio property for which CIA is responsi- 
ble# where the total monetary value involved is $1 ,000 #00 or loss# 


- 1 - 


RESWICTED 
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b# Designate a ny qualified individual to aot for it in appropri- 
ate oases in determining relief from accountability or responsibility 
for damage to, or shortage of, CIA property whore 'there is no evidence 
of fault or neglect on the part of tho individuals concerned and vihoro 
the estimated damage is not in excess of $100#00* 

o# Diroot disposition or destruction of unserviceable, obsolete 
or surplus property in the custody of CIA# The Board may d os Ignat e 
any qualified individual to act for it in appropriate oases under this 
authorisation# 

d# Recommend action.- to the Executive in connection with paragraph 
2a, above, where the monetary value involved is in excess of $1,000#00, 
who will take final aotion or recommend action to the Director in his 
discretion# 

e# Require such initial Survey Reports, and presentation of evi- 
dence either in person or in writing, as may be considered necessary 
to arrive at appropriate conclusions and determinations* 
f* Maintain adequate records of its actions# 

3# Tho Board and tho Executive are charged with the responsibility of 
informing the Direotor of any unusual circumstances or matters which should 
be brought to his personal knowledge in connection with these Instructions# 
Board reports under this paragraph will be routed through the Executive# 

4# Individuals against whom poouniary responsibility is established 
under the provisions of these instructions may appeal, in writing, to the 
Direotor, within thirty (30) days after receipt of notification of suoh 
liability. 

5# These instructions supersede any provisions of Administrative Ins true 
tion I I in conflict therewith# 




2.5X1 A 
25X1A 
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18 December 194V 


MEMORANDUM FOR: 


SUBJECT:. 


REFERENCE: 


Assistant Director for Special Operations 
Executive for Administration and Management 

Administration of Property and Supplies for the 
Office of Special Operations 

Administrative Instruction ! ~| dated 11 February 1947, 

Subject: Accountability and Responsibility of Property 

at CIA Installations. ■ ■ ■ . 

“ * * * 1 1 dat^d 4 September 1947, 


Administrative Instruotiod 

Subject;: Property Survey Board. 

1, Procurement and Accountability of Property, Supplies , and^ ^ uipmen t 

a. All non-operati onal and housekeeping property, supplies and equipment 
for 0S0 in Washington will be furnished by the Services Branch, A&M and will 
be subjeot to its controls and property regulations. 

t> (l) 0SO operational property is defined as property procured by or 
for confidential purposes whioh requires classification of the procurement 
or use,, and includes all property at or enrouto to foreign stations. 

(2) The ADSO will prescribe the property regulations and controls 
for operational property provided for and utilized by his office and its 
field stations. 

(3) Property regulations and controls prescribed under this delegation 
of authority willconform so far as practicable to those proscribed for other 
activities of CIA. , 

o. Those items for overseas use which do not present security risks in 
procurement or shipment will be furnished by the Services Branch, A&M. 

d. All property, supplies, and equipment procured by the Servioes 
Branch A&M, under paragraph l-o, for OSO foreign stations or for operational 
use, will be considered normal CIA property until transferred to the Trans 
portation and Supply Division, OSO. To preserve the necessary security, 

OSO will assume full responsibility and accountability upon such transfer, and 
the Servioes Branch, A&M will drop the transferred property from its records 
as expended items. OSO will make no reports to the Services Branch, A&U of 
such property held by or transferred to OSO under this authority, and no 
reports of dollar accountability in connection therewith. 


2. Establishment of a Property Su rvey Board 


a. There is hereby established a Property Survey Board for OSO to 
be composed of a representative appointed by ADSO and one representative each, 


SECRET 
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SECRET 


25X1A 

25X1 A 
25X1 A 


vable to him, from the Office of the Executive for Inspection and 
rity and the Office of the General Counsel • 


b. The actions of this board will be governed by the provisions of 


paragraphs 2 and 3 of CIA Administrative Instruct! on | | dated 4 September 

1947. 


3. The provisions of CIA Administrative Instructions ! ~1 and | [ 
in conflict with the aboye directive are not applicable to the activities 
of the Office of Speoial Operations. 


/s/ R. H. Hillenkoetter 
R. H. HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 


oo Chief, Services Branch 

Chief, Budget & Finanoo Branch 
Chief, Management Branch 
General Counsel 
Executive for I&S 





SECRET 


V 



# • ' , Appi-oved,ForRfeleasei2003/04/17 : CIA-RDP81-00728R000100026009-3 






Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00020009-3 


UNCLASSIFIED 7RESTRICTF' 5 CONFIDENTIAL . SECRET 

(SENDER W linrTTT7CrrTrAl, JK I CAT I ON TOP AND BOTTOM) 


CENTRAL INTELLIGENCE AGENCY 

OFFICIAL ROUTING SUP 


■ 


IN ITLALS 

DATE 

Bel 


Yam 



w » • ii u u o i on 

n 


3 _ 




© 

' ] o \r 

V 


25X1 

5 

A 





INITIALS 

DATE 






(T 



3 

tr 




Happroval 


INFORMATION 


c 


□ACTION 


H DIRECT REPLY 


I i ^t Icomment 
I.... _ Concurrence 


‘preparation of reply ‘ 

I RECOMMENDATION [ 


I signature 
RETURN' 

DISPATCH 

FILE 


remarks: 


SECRET CONFIDENTIAL /RESTRICTED^ UNCLASS I FI EP | 



Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00020009-3 














Approved FoK Release 2003/04/17 : CIA-RDP81-00728R000100020009-3 


STATINTL 


ADMINISTRATIVE INSTRUCTION 

HO. I I 


SbbJ 'iCT: Property Disposition* 


Recision: Administrative Instruction 
h September 19^7. 


dated 


1. a, A Property Survey Board composed of members as listed 
below is hereby constituted to act on all matters pertaining to loss, 
damage, destruction, theft or other disposition of public property for 
which CIA is responsible: 

Deputy Chief of -I&S Chairman 

Chief, Inspection Branch, I’cS — — Alternate Chairman 
' ^ . and member 

Assistant General Counsel - Member and Legal 

Advisor 

Deputy Services Officer Member and Recorder 

Chief, Supply Division, 

Services Office . - Member and alternate 

7 -L.M. .-mU/ U .. ^l e ? order 

b. The Services Officer 110.11 supply such administrative, 
technical and clerical assistance as may be required by the Board. 

2. The Property Survey Board will: 

a. Detex-mine the pecuniary liability or relief from account- 
ability or responsibility of any individual for loss, damage, 
destruction or theft or other disposition of public property for 
which CIA is responsible, where the total monetary value in- 
volved is $1,000.00 or less. 



; v , .. ; " V'V ^ y ■ V.. 
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STATINTL 


b# Direct disposition or destruction of unserviceable, 
obsolete or surplus property in the custody of CIA* The 
Board' may designate any qualified individual member or other 
available individual to act for it in appropriate cases under . 

this authorization# ~(iuUl 1 

c# Recommend action to the Executive in connection with 
para# 2a, above, where the monetary value involved is in excess 
of $1,000,00. 

d. Require such initial Survey Reports, and presentation 
of evidence either in person or in writing, as may be considered 
necessary to arrive at appropriate conclusions and determinations. 

e# Maintain adequate records of its actions# 

3* Tlie Board and the Executive are charged with the responsibility 
of informing the Director of any unusual circumstances or matters which 
should be brought to his personal knowledge in connection with these 
instructions# Board reports under this paragraph will be routed through 
the Executive# 

In Individuals against whom pecuniary responsibility is establish- 
ed under the provisions of these instructions may appeal, in witing > 
to the Director, yd. thin thirty (300 days after receipt of notification 

of such liability# % ' : 

\ iu(j °^ vi t ttys. ^ 


7 "h-uL 




c LvXa'Ia * M-h* ifU'V i 

f ,C/\.'lA LAA!v{/ , 


7 1 


R. H. HILLEM0ETTER 
Rear Admiral, USN 
Director of Central Intelligence 


■\ 
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Note : It is intended by this draft to : 

a. Obviate the necessity for the separate special delegation 
to the Property Survey Board, dated 1 5 January 19h9 ♦ 

b* More clearly define the authorities of the Board, and 
restrict its final authority to actions involving amounts not 
in excess of $1 j00°»00* ■ 

c* Provide a Board which can act on both overt and covert 
matters : 

Overt Covert 

I&S Inspection Chief Deputy Chief of I&S 

Assistant General Counsel Assistant General Counsel 

Overt Deputy Service Officer Qovei't Deputy Bervice Officer 

Chief, Supply Division, 

Services Office 



% < 
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16 February 194-9 


f 25X1 A 


MEP.iORAITDUI.I FOR: ACTING EXECUTIVE 

SUBJECT : Pro posed Ad ministrative Instruction 
No* | | "Property Disposition" 


! 25X1 A 


25X1 A 


25X1 A 


25X1A 


1. A practical problem which has been bothering- the 
Property Board, we believe ■ urine c os sari ly, might be solved 

by adding; to the second sentence, paragraph 2 b, of tho^ — _ 

Proposed Instruction, the following language, "and , 

determine relief from, accountability or responsibility ) Avf 
for damage to CIA property where there is no evidence of 7 Y'\ 4 
fault or neglect on the part of the individuals concerned,) 
and the estimated damage is not in excess of $100*" — — 


2* We note the recision .in the. Proposed Instruction 
of Administrative Instruction 
We have on file a draft of Adminis tr 
dated 19 May 1948, but there i 


dated 4 Septembe r 1947 j 


?ative Instruction 
no indication in our f 
whether or not this draft was ever put into effect. We 
do feel, however, that another roc is ion should be made 
some manner, namely, for the authority granted In the 
memorandum from the DCI to ADS0 and A & M, dated 18 Dec 
1947, subject: "Administration of Property and Supplier 

oso." 


TW 




for 




5 • Possibly amendments are in orde r to t he .following \ 
paragraphs of Administrative Instruction ! I dated > W 


11 February 1947, to bring them into line 'with the proposed) 
procedure: paragraph 7 on audits: paragraphs 9 on surveys; j/li/t/'b' 
and paragraph 10, particularly sub-paragraph a (2). -Z_ — JL — ... 


MWRENCE R. NOTTS TON 
General Counsel 
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STATINTL 


STATINTL 


ADMINISTRATE IH5TRUCTI0H 

ho. 


• ii l - y 


■i 1 



V 



SUBJECT* Property Disposition. 

Reciaions Administrative Instruction | | dated 

It September l?lt7. 

1. a. A Proporty Survey Board composed of members as listed 
below ia hereby constituted to act on all matters pertaining to loos, 
damage* destruction* theft or other disposition of public property for 
uhloh CIA is responsible! 

Deputy Chief of X&S - ~ ~ - - Chairman 


Chief* Inspection Branch, I&S - - Alternate Chairman 

and mombor 

Assistant General Counsel - - - - Member and Legal 

Advisor 

Deputy Services Officer Member and Recorder 


Chief, Supply Division* 

Services Office ------ Member and alternate 

Recorder 

— tf-it-ritue. 

b. The Services Officer will supply such a d m i nis trative* 
teohnioal and clerical assistance as stay be required by the Board. 

2* The Property Survey Board wills 

a. Determine the pecuniary liability or relief from account- 
ability or responsibility of any individual for leas* damage, 
destruction or theft or other disposition of public property for 
which CIA is responsible* whore the total monetary value in- 
volved is $1*000.00 or leas. 
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b« Direct disposition or destruction of unserviceable, 
obsolete or surplus property in the custody of 0IA* The 
Board may designate soy qualified individual member or other 
available individual to act for it in appropriate oaooa under 
this authorisation* 

O. Recommend action to the acecutive in connection with 
para. 2a, above, where the monetary value involved is in excess 
of $1,000,00. 

d. Require such IniUal Survey Reports, and presentation 

of evidence either in person or in writing, «8W>» considered 
necessary to arrive at appropriate conclusions and determinations. 

e. Maintain adequate records of its actions. 

3. The Board and the Executive are charged with the responsibility 
of informing the Director of any unusual oirmsaJtances or matters ifoidh 
should be brought to hie personal taowledgo in connection with these 
ira tractions. Board reports under this paragraph udXL be routed through 
the Executive. 

U. Individuals against whom pecuniary responsibility is eatabllslv- 
ed under the provisions of these instructions nay appeal* i« siting, 
to the Director, within thirty (3» days after receipt of notification 
of such liability. 


R. B. lmXBRKOBXm 
Rear Adrair«l»U&M 
Director of Central Intelligence 
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Note* It 1* intended tor this draft ioi 

a. obviate the neoaaa&ty for the separate special delegation 

to the Property Survey Board* dated 15 Jauuaiy 19U9* 

b* Wore clearly define the authorities of the Board, and 
restrict ita final authority to actions involving amounts not 
in excess of ® 1 , 000 » 00 » 

o. Provide a Board which can aat on both overt and covert 
usatterns 

OvaPt SSXSSk 

inspection Chief Deputy Chief of I&S 

Assistant General Counsel Assistant General Counsel 

ovort Deputy Service Officer pavert Boputy pw^se Offlco’ 

Chief, Supply Division, 

Services Office 
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SR, 


Office Memorandum • united states government 

to : Chief of Inspection' and Security date.- 17 January 19^9 

from : Acting Chi of. Inspection Division 

subject: Study of the -'Authority and Functions of the Property Survey Board 


A. r m PltQBLM 

1. The Property Survey Board recently topic final action on four survey 
reports involving a total of $9,6l7.U7 in lost property from Supply 
Account No. 3. (Exhibit 1) ‘Ihe Board determined the 'losses in- 
dicated in the reports were not due to the fault or neglect of the 
responsible individual of record, and, therefore, relieved him of 
pecuniary liability. r lhe determination was based on evidence that 
the initial inventory taken in November 19^6 was inaccurate, as 
determined by official CIA inventory of January I 9 J 48 , that physical 
control of property and its storage -were inadequate up to November 
I9U7, and that these conditions were beyond the control of the re- 
sponsible individual of record, and that he made efforts to have 
them corrected. (Reference! Property Survey Board Survey Reports 
Nos. 00022, 00039, OOOI 4 O, and OOOlp. on file in Property Control 
Division.) 

2. As this is the first case involving a large monetary value , it was 
considered advisable to study the establishment, authority, and 
functions of the Property Survey Board and its procedures with 
respect to determining pecuniary liability or relieving from re- 
sponsibility for loss, damage, destruction or theft of government 
property. If necessary, recommendations should be made for whatever 
changes are indicated to insure adequate protection to the Director 
of Central Intelligence and the government. 

3. Set forth hereunder are findings of the study together with discussions 
and resulting conclusions and recommendations. 

B. FINDINGS AND DISCUSSION 


1. Property Control . In order to understand the circumstances sur- 
rounding the survey reports concerned in this study, it is necessary 
that a general acquaintance be had with a brief chronology of 
property acquisition and control during the formative period of 
CIA. A review of Property Control Division files discloses 
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the following principal events in that regard. 


a. 

b. 


c. 


d. 


e. 


f. 


£• 


h. 



January 22, 1946 - GIG established by Executive Order, 

January through October 1946 - Property requisitioned 
from SSU as needed, 

October 1946 - Informal working procedure set up for 
property accounting within GIG, 

November 1, 1946 - SSU property inventoried and trans- 
ferred’ to CIG. 

November 4* 1946 - Draft of initial Property Accounting 
Administrative Order submitted for 
approval. 

December 30, 1946 - Accountable Supply and Property 

Officers appointed. (Chief, Property 
Control Division, states these ap- 
pointments were made in November.) 

February 11, 1947 - Administrative Instruction No.|~ ] 

issued. (Subject: Accountability and 
Responsibility for Property in CIG 
Installations) 

February 10, 1947 to August 1947 - Lack of Property Survey 
Board mentioned repeatedly in official 
memoranda and reports in Services Branch. 


September 1, 1947 - Authority delegated by Director of 

Central Intelligence to Property Survey 
Board to take final action to determine 
pecuniary liability or relief from re- 
sponsibility of any CIG employee for 
loss, damage, destruction, or theft of 
Government (CIG) property* and authority 
delegated by Director of Central Intelli- 
gence to Executive for A & M to prescribe 
rules and regulations governing property 
control, accountability and responsibility 
(Exhibit 2). 


September U, 1947 - Administrative Instruction 

issued. (Subject: Account aluniTy ana 


Responsibility for CIG. Property. Estab- 
lishes Property Survey Board and states 
its functions.) 



- 2 - 
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"i 
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k. September 23, 19h7 - First meeting of Property Survey Board* 

l . November 19 U7 - Decentralized storage of property in Supply 

Account No. 3 consolidated in one location. 

m. December 1, 1$>U7 - Catalog of office equipment and furniture 

“ issued. (This established official 

nomanclatures . ) 

n. December 30, 19 U7 - Memorandum from Executive for A & M to 

Chief, Services Branch, requesting report 
of measures effected to protect Govern- 
ment property. 

o. January 9 , I9I48 - Memorandum from Chief, Services Branch, 

~ establishing procedures for issuing 

property from supply accounts to eliminate 
losses. (This action is pursuant to the 
citation in paragraph n above.) 

p. January 19 U8 - Supply Account No* 3 inventoried by Property 

Control Division. 

q. August 3, 19U8 - Proposed manual of "Property Accounting 

~ Regulations" submitted to Management 

Branch for approval and publication. 

(Not issued to date) 

2. The chronology of measures taken to establish procedures ioi property 
accounting reflects reasonably prompt action In that respect. How- 
ever, the record, as reflected above and in the subject Survey Reports, 
indicates physical controls to protect property in Supply Account Ho. 

3 were deficient up to possibly November 19^7* when that property was 
physically consolidated in one location; and administration of CIA 
property under established procedures might have been deficient up to 
possibly January 19 I 48 , when the subject property was inventoried by 
Property Control Division and instructions were issued establishing 
more rigid controls in issuing property from supply accounts. It is 
also noted that subsequently, during 19^8, various operational in- 
structions in the form of memoranda were issued on an average of 
about two per month. On August 3, 19 U8, a proposed manual of u Property 
Accounting Regulations, " containing detailed operating instructions 
for property accounting, was prepared by Property Control Division 
for approval and p\iblication, but it has not been issued to date. 

The Services Officer states that he is holding .it pending a study 
being made by him to reduce operations and records concerned with 
property, after which the manual .will be revised and issued. It is 
also noted that practically all of the thirty-seven property and 
supply accounts have been completely inventoried. Among those which 
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are lacking in this regard are the accounts for Communications 
Division, 0S0, and Cover and Documentation, Ihese accounts have 
not been accessible to Property Control Division lor complete 
inventories due to the nature oi' their operations. Other accounts 
which have not been completely inventoried lor various reasons 
are the Map Branch, Communications Teletype account, and two FBIB 
station accounts. All CIA property and supply accounts are scheduled 
for audit during 19h9 • In order to determine the effectiveness with 
which procedures and controls are presently administered, it would 
be necessary to make a complete survey of operations in the adminis- 
tration of property accounting and controls, which is not within the 
scope of this study. 

3 • Property Survey Board . A review of Property Survey Board minutes 
and Survey Reports Nos. 00022, 00039, OOOiiO and OOOhl discloses the 
following chronology wi th respect to actions taken concerning the 
losses in Supply Account No. 3 • (Subject losses are itemized in 
Exhibit 1.) 

a. November 1, I9h6 - SSU property inventoried and trans- 

ferred to GIG, 

b. June 19U7 “ Losses in Supply Account No. 3 discovered 

through inventory taken by Chief, 

Office Equipment and Supply Unit. 

c. December 17, 19h7 “ L 0 sses in Supply Account No. 3 sub- 

mitted to Property Survey Board as 
Reports 01 Inventory Adjustments. 

Action deferred by Property Survey 
Board pending more information. 

d. January I 9 A 8 - Inventory of Supply Account No. 3 taken 

. , by Property Control Division. 

e. January 21 , 19UB - Reports of Inventory Ad justments in 

Supply Account No. 3 resubmitted to 
Property Survey Board and returned to 
responsible individual for preparation 
and submission of Survey Reports. 

f. September 8 , 19 h 8 - Reports of Survey Nos. 00022 , 00039, 

OOOI 4 .O and 000 hi covering losses in 
Supply Account No . 3 submitted to 
Property Survey Board. Re sponsible 
individual appeared before a Board 
and gave oral information in support 
of reports. Reports returned to 
Property Control Division for additional 
information. 
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g. December l£, 19^8 - Purvey imports Nos. 00022, 00039, 

OOOliO and OOOlil resubmit tod to Property- 
Survey Board. Responsible individual re- 
lieved of pecuniary liability. 

It. Establishment of a Property Survey Board remained unaccomplished 
until September l?lt7, (Exhibit 2 and Administrative Instruction 
| } , despite repeated official mention of its lack during a 

period from February to September 19-U7 • However, evidence does 
not show tills delay caused the Government any loss. The personnel 
of the voting membership of the Property Survey Board has changed 
completely since its inception in September 1$>1|7 to date. The 
chairmanship has been held in succession by three different persons, 
each becoming a member of the Board as a representative of 
Inspection Branch, I k S. 


The chronology listed above in paragraph 3 reflects undue delay in 
the processing of the reports of survey. Contributing circumstances 
may have been such factors as the late establishment of the Property- 
Survey Board, and unfamiliarity on the part of responsible and 
accountable individuals, investigation personnel and the members 
of the Property Survey Board themselves, with how properly to com- 
plete a report of survey so that a correct determination may be 
made thereon. It is believed that these deficiencies have been 
corrected through a better understanding by all concerned of the 
principles and procedures connected with survey reports, and by a 
recent delineation of specific authority to the Assistant Chief, 
Property Control Division, for investigation of all property sur- 
vey reports. 


6. The charter of the Pro perty Survey Board, under Administrative 


Instruction | | delegates to it the authority of the 

Director of Central Intelligence to determine pecuniary liability 
or relief from responsibility of any CIA employee for the loss, 
damage, destruction or theft of Government property. 


7* Operational or working rules under which CIA property losses 
are considered are as follows. Property Control Division, 
Services Branch, investigates all reports of survey and submits 
the reports with its findings and recommendations to the Property 
Survey Board. Property Control Division lias not had occasion to 
concern itself with investigating for liability or relief of any 
individual beyond the responsible individual of record in the 
survey report, nor has the Property Survey Board had occasion to 
request it to do so in any case to date. There has been some 
doubt in the minds of the members of the Property Survey Board 
as to its authority to investigate beyond the responsible in- 
dividual of record if there are indications of fault or neglect 
due to unsatisfactory or improper administration at a higher 
level than the responsible individual of record. After the 
survey report has been Investigated as mentioned above. Property 
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Survey Board reviews it and takes, final action in determining 
pecuniary liability or relief from responsibility of the re- 
sponsible individual of record based on the evidence in the 
report. In cases v/hei'e relief from responsibility is granted, 
the responsible individual is advised and the case is closed. 
When pecuniary liability is found, the responsible individual 
and the Budget Officer are notified. No other distributions 
of the findings are made in either case. Provision is made 
for appeal from the findings of the Board to the Director of 
Central Intelligence. 

8 . The procedures outlined above are patterned loosely and in 
general after those of the Department of the Army, as set 
forth in War Department TM II4-90J4. However, there are differ- 
ences with respect to the final action taken. In CIA the 
Property Control Division makes all necessary Investigations 
and submits the complete survey reports to the Property Survey 
Board which takes final action in determining pecuniary 
liability or relief from responsibility of the responsible 
individual of record. In the Amy the Survey Officer or the 
the Survey Board investigates the loss, and submits the sur- 
vey report with its findings and recommendations to the 
Station Commander, who either takes final action or in turn 
refers it to the Service Command (or Army Area, as now 
designated) for final action depending on the case. When 
relief is granted in the Army survey reports, it is done so 
to "relieve all concerned of responsibility." 

9 • Conferences with representatives of GAO, Bureau of the Budget 
and Department of Agriculture revealed the following: 

a. GAO does not have a Property Survey Board, and de- 
terminations in connection with their lost property 
are handled administratively within the organizational 
structure. 

b. The report of the Joint Property Accounting Staff 

(GAO, Treasury, Budget), dated June I9U8 3 vhich presents 
a "Federal Inventory Control System" recommends appoint- 
ments of boards of survey to investigate and recommend 
fixing of or relief from liability in connection with 
lost, stolen, damaged, or destroyed property. The report 
further recommends that reports of survey, after recom- 
mendation of the board, should be reviewed by the agency 
head or an administrative official who should make final 
determination as to responsibility and disposition cf the 
property. 
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c. Department of Agriculture regulations provide for 
survey boards to act only in connection with the 
disposition of surplus and unserviceable property. 
Investigation and determination of relief or liability 
for lost, damaged, stolen or destroyed property is 
achieved administratively, usually by a head of a 
departmental unit or his delegated representative. 

The other members of the CIA Property Survey Board were requested 
for opinions regarding the adequacy of the present complete dele- 
gation of authority by the Director of Central Intelligence to 
the Property Survey Board to determine pecuniary liability or 
relief from responsibility for lost, stolen, damaged or destroyed 
property. It is their opinion that the present complete dele- 
gation of authority is adequate and should remain unchanged. The 
writer appreciates the need for delegation of authority to relieve 
executives from administrative details, but believes that the 
interests of the government and protection of the Director of 
Central Intelligence would be best served if the delegation of 
authority to grant relief from responsibility were limited to a 
specific monetary amount high enough to cover the large percentage 
of ordinary cases and low enough to insure review by the Director 
of Central Intelligence of unusually large losses in which no 
financial recovery is obtained. 

The authority of a government department to determine pecuniary 
liability is established by Title 31 (USC 89-92) (^ochibit 3). 

On 28 December 19 W3 the General Counsel was asked for an opinion 
concerning the limit of this authority with regard to an accounting 
or reporting by CIA to the GAO or other agency in cases of relief 
from pecuniary liability. The General Counsel was also asked for 
an opinion as to the limit of authority of the Property Bur vey 
Board to investigate throughout the organisational structure of 
GIA to determine pecuniary liability or relief of an employee 
other than the responsible individual of record. In the absence 
of a reply to date from the General Counsel, this report is sub- 
mitted on the assumption that there is no requirement for re- 
porting or accounting to GAO or other agency in cases where 
relief from pecuniary liability is granted. It is also assumed 
that it is the intention of the Director of Central Intelligence 
to delegate authority to the Property Survey Board to fix re- 
sponsibility wherever it might rest within CIA in cases of lost, 
damaged, stolen or destroyed government property. 



Y 


‘ . ' ' - • . ■■ "X. v \ ’}•' . . . 

Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00020009-3 


Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00020009-3 


■f 0. CONCLUSIONS 

f It is concluded that: 

i • 

■ \ Administrative steps taken to establish procedures for 

i property accounting appear to have been reasonably prompt* 

! However, indications of deficient physical controls" and 

f P° ssit, ly deficient administration of government property were 

1 present during 19h7 . In order to determine the efficiency of 

i current property control measures in CIA, a complete survey 

in that field would be necessary and might be beneficial at 
f this time. 

; 2. CIA and Amy practices differ in the matter of delegating 

l authority lor taking final action with respect to fixing 

f pecuniary liability or granting relief* In CIA the authority 

S: 1S delegated by the Director of Central Intelligence to the 

T Property Survey Board. This authority is not delegated in the 

• Army. In civilian agencies the authority, when delegated, is 

i usually given to an administrative head. In the interests of 

. relieving the heads of agencies from administrative details 

| some delegation In this regard seems proper and necessary. * 

. . i. however, it is believed that greater protection would be 

! af lorded by placing a limit on this delegated authority with 

respect to the granting of relief. For this reason it is 
concluded that the delegation of authority in CIA to the 
Property Survey Board should be revised to provide that 
relief from responsibility involving large monetary amounts 

be reviewed by the Director of Central Intelligence for ap- 
proval before becoming final. 

3. The relief of a responsible individual of record without further 
pursuing evidence which indicates fault or neglect of another 
individual, ei ther higher or lower in authority, does not 
j appear to be a logical and proper conclusion of a report of 

I survey. It is believed that any such cases should be investigated 

StATINTL , ? ? vidence is thoroughl y resol ved, and it is believed 

that Administrative Instruction I I and the delegation of 
i authority by the Director of Central Intelligence to the 

Property Survey Board should be further revised so as to leave 
no doubt in this regard. 

d. ifficaoraPAnoMS . 

j It is recommended that: 

j ; 

I 1 * Consideration be given to conducting a survey of property control 

now in effect. J 
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Paragraph 2 a of Administrative Instruction | | and 

paragraph B (1) of the delegation of authority Exhibit 2) 
be revised to read: 


I' ’'Determine and fix the responsibility for loss, 

| damage, destruction or theft of government 

| property for which CIA is responsible. 11 

3. All decisions of the Property Survey Board granting relief 
I; in survey reports involving $1000.00 or more be referred 

f to the Director of Central Intelligence for approval before 

t being considered final actions. 


STATINTLf 
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REPORT OF SURVEY NO. 00022 


10 Cabinet, 4 drawer, letter size, insulated 
w/combination 

$ i, 5oo.oo 

10 Cabinet, card index, 5x8, 1 drawer 

58.20 

3 Stools, filing, approx. 18" high 

18.00 

1 Table, wood, 72" 

85.00 

17661.20 

REPORT OF SURVEY NO. 00039 


1 Stand, Kardex 

$ 25.00 

REPORT OF SURVEY NO. 00040 


11 Cabinets, 2 drawer, letter size, wood 

$ 44o.oo 

1 Cabinet, section, bookcase, base 

7.93 

1 Chair, leather, straight w/arms 

45.1*8 

1 Chair, leather, swivel, w/arms 

56.94 

19 Chairs, typist 

572.47 

2 Clocks, wall, electric 

13.72 

7 Costumers, wood 

49.07 

12 Desks, 60 inch, compartment (R or L), typist 

815.76 

2 Fans, electric, wall 

50.00 

2 Stands, telephone 

30.00 

1 Stand, typist 

15.47 

3 Stools, drafting, 30 inch 

12.00 

1 Table, wood, 36 inch 

20.07 

1 Tray, ash, desk, executive 

4.25 

1 Stand, Lind ex 

35.00 

16 Typewriters, standard, 11 inch 

1,428.48 

6 Typewriters, standard, lk inch • * 

498.90 

3 Typewriters, standard, 18 inch 

316.08 
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REPORT OF SURVEY NO. POPUP (Cont) 


28 Rolls Cloth, iron "wire 

$ 126.00 

3 Safes, Field 

11 * 8.50 

5 Safes, Mosler (or equal), 2 door 

1,21*3.20 

7 Safes, miscellaneous 

1 , 71 * 0 . 1*8 
# 7,669.80 

REPORT OF SURVEY NO. OOOiil 


1 Machine, dictating 

261 . 1*7 


Grand Total 9,617^7 


| 


t 
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COPY 


1 September 19h7 


By virtue of the authority vested in me as Director of Central 
Intelligence, it is directed that: 


A, Tiie authority to prescribe rules and regula- 
tions governing (l) control of Government property in possession 
of CIG employees, (2) property accountability, and (3) property 
responsibility, is hereby delegated to the Executive for Adiniais- 
tration and Management. 


B. The authority is hereby delegated to the 
Property Survey Board to take final action to: 


(l) Determine the pecuniary liability, or 
relief from responsibility, of any employee of CIG 
for the loss, damage, destruction, or theft of 
Government property for which CIG is responsible; 


(2) Direct disposition or destruction of 
unserviceable and obsolete property in the custody 
of CIG; and 


(3) Direct ultimate disposition of property 
worn out through fair wear and tear or otherwise 
rendered unserviceable or obsolete in the service of 
the Government without fault or neglect on the part of 
any individual and relieve the individual concerned oif 
responsibility and/or accountability therefor, or 
where there is evidence that such property may have 
been rendered unserviceable through fault or neglect 
on the part of any CIG employee, determine pecuniary- 
responsibility of such employee* 


/s/ R* H. Hillenkoetter 
JL H. HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 


COPY 
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UNITSU STATES CODS 
TJ TLB 31 


Sac. 89. Property returns by officers . Instead of forwarding to the 
General Accounting Office returns of public property intrusted to the 
possession of officers or agents, the Quartermaster General, the Surgeon 
General, the Chief of "hgineers, the Chief of Ordnance, the Chief Signal 
Officer, the Paymaster General of the Navy, the Commissioner of Indian Affairs, 
or other like chief officers in any department, by, through, or under whom 
stores, supplies, and other public property are received for distribution, 
or whose duty it is to receive or examine returns of such property, shall 
certify to the General Accounting Office, for debiting on the proper account, 
any charge against any officer or agent intrusted with public property, 
arising from any loss, accruing by his fault, to the Government as to the 
property so intrusted to him. (Mar. 29, 1894, c. 1+9, P ar 1» 28 Stat. 47 ; 

Aug. 2l+, 1912, c. 391, par. 3, 37 Stat. 591; June 10, 1921, c. 18, par 30i+, 
k2 Stat. 2l+.) 

Sec. 90. Same; certificate as to lost property . Said certificate 
shall set forth the condition of such officer's or agent's property returns, 
that it includes all charges made up to its date and not previously certified, 
that he has had a reasonable opportunity to be heard and has not been relieved 
of responsibility; the effect of such certificate, when received, shall be 
the same as if the facts therein set forth had been ascertained by the General 
Accounting Office in accounting. (Mar. 29, I89I+, c. ii9, par 2, 28 Stat. 47 j 
June 10, 1921, c. 18, par. 30l+, 1+2 Stat. 21+.) 

Sec-. 91. S fl me; manner of making . The manner of making property returns 
to or in any administrative bureau or department, or of ascertaining liability 
for property, under existing laws and regulations, shall not be affected by 
sections 89 to 92 of this title, except as provided in section 89 of this 
title; but in all cases arising as to such property so intrusted the officer 
or agent shall have an opportunity to relieve himself from liability. (Mar. 

29, 189U, c. 1+9, par. 3, 28 Stat. i+7 - ) 

.Sec. 92. Same; regulations . The heads of the several departments are 
hereby empowered to make and enforce regulations to carry out the provisions 
of sections 89 to 91 of this title. (Mar. 29, I89U, c. 1+9, par. 1+, 28 Stat. 
1+7.) 
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CENTRAL INTELLIGENCE GROUP 
Washington, D. C. 


DRAFT 

29 Aug 47 


MEMORANP 1 ^ 

NUMBER- 


SUBJECT i Property Survey Board 


Reference s 


CIG Memorandum | | dated 11 February 1947, 

Subjeot: Aocouimbility and Responsibility for 
Property at CIG Installations 


1* A Property Survey Board is hereby established to act for the Director 
of Central Intelligence on all matters pertaining to loss, damage, destruction, 
theft or disposition of public property for which CIG is responsible. This 
board shall consist ofs 


Chief, Inspections Branch, I&S — Chairman 
Assistant General Counsel — Member 

Chief, Property Control Division, 

Services Branch, A&M — Member 

2* The Property Survey Board will: 

a. Determine the pecuniary liability or the relief from responsi- 
bility of any employee of CIG for the loss, damage, destruction, or theft 
of public property* 

b* Authorize disposition or destruction of unserviceable and 
obsolete property in the custody of the CIG# 

o# Require the responsible person to submit, in compliance with 
paragraph 9 of above reference, a completed Survey Report ( Form No* 36-18) 
in eaoh case of loss, damage, destruction, or theft of CIG property and, 
when necessary, direct an investigating officer to obtain additional 


information* 


d* Review all Survey Reports and supplemental data, including 

the findings and recommendations of the investigating officer when 
applicable. 

C. J&f Afford the responsible individual an opportunity to examine all 
available evidence and to include any additional statement he may 



\!V 


Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00020009-3 

: : A ;v • ' : - i ' • 


- 7 Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00020009-3 

- 2 - 

desire to make. 

r e sporm ±b4?3r4?ty*r** 

Advise those directly concerned of the decision by the board and 
maintain records of all Property Survey Board proceedings. 

Cj. (l) Review and investigate all requests for disposition of 

property worn out through fair wear and tear or otherwise rendered 
unserviceable and/or obsolete in the service of the Government 
without fault or neglect on the part of any individual. 

(2) Authorize ultimate disposition of suoh property. 

(3) Relieve the individual concerned of responsibility and/or 
accountability therefor, or direct the preparation of a Survey Report 
in each case where there is evidence that subject property may have 
been rendered unserviceable through fault or neglect on the part of 
any individual* 

3. TKhen pecuniary liability is established against an individual, he may 

| appeal the Property Survey Board's decision to the Director of Central Intelli 

genee in writing, through the Property Survey Board, within 30 days after 
receipt of notification of the Board's decision. 

| FOR THE DIRECTOR OF CENTRAL INTELLIGENCE! 

! ■ 

■ 

| STATINTL | — 1 

! ‘ Executive for 

Administration and Management 
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IREPORT NUMBER 





1 ( 4 ) CIRCUMSTANCES (include names, dates and locations) 


J BEING DULY SWORN , DEPOSES AND SAYS, THAT THE ARTICLES 
OP PUBLIC PROPERTY SHOWN ABOVE AND/OR ON ATTACHED SHEETS WERE LOST. DAMAGED, OR DESTROYED WHILE IN 
THE PUBLIC SERVICE. THE CIRCUMSTANCES BEING AS FOLLOWS: 


SUBSCRIBED AND SWORN TO BEFORE ME THIS. 


PROPERTY SURVEY BOARD , WASHINGTON, D. C. 
APPROVED 


S I GNATURE ( AFF I ANT) 


S I GNATURE ( NOTARY PUBLIC O R SUMMARY COURT) 

| F I NANCE DIVISION, WASHINGTON, D. C. 


SIGNATURE (CHAIRMAN) 


SIGNATURE (CHIEF) 


H OCT 1946 
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''' ITRAL INTELLIGENCE GROUP 
Washington, D. C. 

C.I.G. MEMORAI TM 11 February 1947 

NO. | 

SUBJECT: Accountability and Responsibility Eor Property at 
CIG Installations (Effective until .30 June unless 
sooner rescinded) 

1. GENERAL 

a . Authority 

In accordance with the provisions of USCA 
Title 31, Sections 89, 90, 91, 92, the Central Intelligence 
Group, as an independent agency, is responsible for the 
establishment of policies and procedures pertaining to all 
phases of property accounting. A complete series of prop- 
erty regulations are in process of publication, and will' be 
issued to all activities upon completion. ' 

• b . Purpose 

-This order is the authority for the establishment 
•of uniform property records to be maintained and procedures 
to be followed* in accounting for supplies and equipment at 
all CIG operating units and installations except those 
activities under the jurisdiction of the Director of The 
Office of Special Operations. Immediate action will be 
taken to comply with the provisions of this order which are 
effective upon publication. 

2 . ACC QuTTA DILI TY 

a. • "Accountability" is the- obligation of an individual, 

officially designated to maintain a formal record of CIG 
property on a stock record account . i-an individual so desig- 
nated by a superior to maintain a formal basic record, show- 
ing by item the receipt and disposal of property, and the 
quantity of property on hand, will be referred to as an 
accountable Supply and Property Officer. 

to , Any commissioned or warrant officer of the U. S. 

Army or Navy, or any U. S. civilian employee, CAF-7 or 
above, may be designated as an accountable officer for 
public property under the jurisdiction of this agency. 

3. RESPONSIBIL ITY 

a. "Responsibility 1 ’ is the obligation of an individual 

"for the proper custody, care, and safekeeping of Government 
property entrusted to his possession, or under his . super- 
vision whether or not a signed receipt has been given. 
Responsible individuals arc not required . to maintain a xormal 
stock record account for property in their possession, but 
the maintenance of an informal record of receipts and d.is- . 
bursements is advisable.' 


r 
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b. "Direct responsibility" is used to indicate 

the responsibility of an individual to whom property 

) pp v>p.*r. a v. trusted «r,d vho - e CDCoif-' •u.'lly r'c.r 
witii its Pure and safekeeping. 

o. "Supervisory responsibility" indicates the 

responsibility which will be exercised by the senior 
individual of an installation or unit such as a branch, 
division, etc., to' insure that all property over which 
he has jurisdiction is safeguarded, administered and 
accounted for. 

EXPENDABLE AND NON-EXPENDABLE property 

a, . Non-expendable property includes all supplies 

and equipment not consumed in use and which ordinarily 
retain their identity during the period of use, such as 
vehicles ,. machines , desks, and typewriters. 

b. Expendable property includes all supplies and 
equipment which are consumed or lose their separate 
identity in .use. Spare parts, which are used to repair 
or complete other articles, office supplies, such ns 
stationery, pencils, . etc . , ore considered expendable 
items. 

o- Eor accounting purposes, non-expendable items 

of housekeeping equipment and office supnlies having a 
unit value of less than $1.00 will be considered expen- 
dable upon issue, and will not be carried on the records 
of the Accountable Supply and Property Officer. Such 
items include: cups, glass, sponge; pads, stamp; rulers, 
wood; removers, stapler; trays, glass, ash; blotters, 
rocker type. 

ESTABLISHING AND MAINTAINING STOCK RECORD ACCOUNTS IN 
WASHINGTON AREA 1 

a. General 


(1) Arrangements will be made by the various 
offices' and branches in the Washington Arts to 
determine the level at which accountable Branch 
Supply and Property Officers will be appointed. 
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(2) Normally, accountability Will be established 
at the branch level; however, this is not mandatory* 

* The organizational structure of the office, and its 
subordinate units (branches, divisions, etc.), 
should be the primary factor in the determination 
of the accountability level. 

b. Establishing Accounts and Account Numbers 

„ (1) ‘After the accountability level has been estab- 
lished, office, branch, and/or division chiefs will 
take immediate action to effect the appointment of 
an accountable officer for their respective units. 
Individuals designated as accountable Branch Supply 
and Property Officers will familiarize themselves 
with the offices or groups of offices under the 
jurisdiction of their unit. Utilizing Form 36-13, 
the Branch Supply and Property Officer will estab- 
lish an "Accounts Control Register" (Sample 
Attached) for using offices within his unit,/ 


(2) Each office or group of offices will be 
assigned an account number by the Branch Supply 
and Property Officer. One individual within the 
office or group of offices will be designated as 
the responsible person for the property issued 
to that account number. 


o . Inventory Procedure 


(1) Administrative Order | datcd 25 

October 1946, required that an inventory as 
of >1 November 1946 be used as the basis for 
all accountable- records. All property within 
the branch, including supplies and equipment 
in the possession of individuals, will be re- 
flected on . the records -of the Branch Supply 
and Property Ol-ficcr. 


(2) Upon completion of the inventory, the 
property on hahd in each account will be listed 
on a Form No. 36-7, "Request for Supplies, 
Equipment or Services, " (Sample Attached ) , 
prepared in quadruplicate by the Branch Supply 
and Property Officer. Three copies of Form 36-7 
will be forwarded to" the responsible individual 
in each account for checking and signature. One 
copy will be held in suspense by the Branch 
Supply and Property Officer. 
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— * Cons °Tida tlon of Inventories 

(1) When the two signed copies of Form 36-7 
aro returned- by the responsible individuals 

the Branch Supply and Property 
Officer will? consolidate all the original copies 
by item. This will constitute the Branch Supply 
and Property ’Officer f s consolidated opening in- 
ventory which will be vouchcred and posted as a 
debit to his stock record account. The signed 
original copies of Form 36-7 will become sub- 
vouchers to the consolidated inventory, and will 
be fil^d as such in the voucher file under one 
dehit voucher. number. The signed No. 2 copies 
of Form 36-7-.wi.il be filed in individual jacket 
files established for each responsible person 
after the forms have been posted by account number 
to the section entitled Accounts Control" on the 
reverse side of the "Stock Control Card," Form No, 
36-14 (Sample attached). 

(2) Two copies of the consolidated opening in- 
ventory will.be forwarded to. the Chief, Property 

Section by the Branch Supply and Property 

uinoer . 


• Porrus to be Used and Records to bo Maintained 

HI The stock record accounts established by 
the Branch Supply and' Property Officers will be 
main bained by item on individual T? Stock Control 
Cards,” Form No, 36-14. The face of the Form 
J\.o. 36-14 will be used to maintain n running 
balance of each type of non-expendable property 
issued to his unit. This balance will represent 
the Branch Supply^ and Property Officer's total 
a 2 C 2 1 uritability ^ or that item. The reverse side 
of the Form No. 36-14, known as '‘Accounts Con- 
trol, 7 will be used to maintain a running balance 
by item of property held by responsible indivi- 
auais in each account. The total of the balance 
of the individual accounts on the reverse side 
of Form No.. 36-14 should equal the quantity 
shown in the ‘'Balance" column on the face of the 
"Stock Control Card." ■ 



- ■ , ' ‘ ' 'V ' . 
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(2) Branch Supply and Property Officers will 
ran into in a "Voucher Register" on Form No. 36-15 
(Sample Attached) which will be used to record 
by number the vouchers that ore posted as trans- 
actions to the "Stock Control Card." After such 
entries hove been completed, the vouchers will 
be filed in the voucher file. 

(3) Individual jacket files will be established 
and maintained for the responsible individuals of- 
ea ch account. serviced by the Branch Supply and 
Property Officer. All vouchers representing trans- 
actions between the Branch Supply and- Property 
Officer and 'the responsible individual of the 
account will be filed in the jacket file for 

that particular account after said transaction 
has been posted to the "Accounts Control" section 
of the "Stock Control Card." . 


f . Postings t o the Stock Record Account 


( 1 ) 

the 


All non-exuen dabl e property received from 

. | Services Division, or from 

any ovner source, will be posted as a debit to 
the "Stock Control Cards" maintained by the Branch 
Supply and Property Officer. 


(.2) Issues made to individual accounts will not 
constitute a credit to the stock record account 
of the Branch Supply. and Property Officer, but 
will be posted to the "Accounts Control" section 
on the reverse side of Form No . 36-14 . The 
total accountability of the Branch Supply and 
Property Officer is not changed when "Memorandum 
Receipt’' issues are made to individual accounts 
within the unit. . 

(3) Returns of exces s non-expendable property 
t0 ' the | _ . I Services .Division, or any 

ether dispositions made in nnonrdnn ce with in- 
structions from the will be 

posted as a credit tu the "Stock Control Cards" 
of the Branch Supply and Property Officers-. 



STAT 
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(4 ) Expendable supplies, such .as stationery, 

office supplies, etc., will not be carried on 
the stock record account of the Branch Supply 
and Property Officer, nor will they be reflected 
on the ".Accounts Control" section of Form No. 
36-14. Expendable supplies may be requisitioned 
by the responsible individual of the using office' 
directly from the | |of the Services 

Division. 

(5) Non-expendable property transferred from 
one Branch Supply and Property Officer to another 
Branch Supply and Property Officer will be listed 
on a "Property Turn-In or Transfer Slip," Form 
No. 36-24 (Sample Attached) or on V7DAG0 Form No. 
447, prepared in sextuplicate by the consignor 

or transferring officer. The consignor will re- 
tain two signed copies of the property transfer 
document, one of which will be posted a3 a credit 
voucher on the face of the "Stock' Control Card" 
and subsequently filed in the voucher file. The 
other copy will be posted to the "Accounts Con- 
trol" section on the reverse side of the "Stock 
Control Card," and placed in the individual 
jacket file of the responsible officer being re- 
lieved of the property. The consignee, that is, 
the receiving accountable Branch Supply and 
Property Officer, will use one copy of the trans- 
fer document to debit his stock balance on the 
face of the "Stock Control Card," and file some . 
in the voucher of the "Stock Control Card," and 
will be placed in the jacket file of the receiving 
responsible officer. The consignor will forward 
two signed conies of the nroncrtv tra nsfer docu-. 
ment to the after the 

transaction nas been completed. 


g. Records Maintained 


Accountability will be established and stock 
record accounts will be maintained by those individuals 
who are responsible for the storage and issue of supplies 
and equipment under the control of the I 
Services Division. I : 


STAT 


STAT 

STAT 


STAT 
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■RRTA RT.T SHIN G AND It.IF TWINING STO CK RECORD ACCOUNTS AT 

iflsQI^IOfjF'OUTSIDB OF WASHINGTON AE 

a. Inventories , 

(1) Instructions from Washington directed that 
an inventory of all non-expendable supplies and 
equipment in use, and all expendable and non- 
expendable property in storage, be taken at eacn 
station as of 1 November 1946. 

(2) This inventory should have included . the 
supplies and equipment on, hand at the. station 
and* non-expendable property at satellite in- 
stallations under the administrative control of 
the station. The property taken up on the 1 . 
November 1946 inventory will be used as a basis 
for establishing stock record accounts. 

(3) All 'Government property in the custody 
of individuals at a field installation will be 
reflected on the stock record account of the 
accountable Supply and Property Officer. The 
pronerty wi3.1 be issued to the individuals on a 
"Memorandum Receipt" basis,. and upon separation 
or transfer, the individual will return said 
property to the accountable Supply and Property 
Officer, and will obtain a receipt for same. 

b . Forms to be Used and Records to be Maintained 

(1) The accountable supply and property 
officer for each station will maintain stock 
reoord cards by item for all non-expendable 
and expendable supplies in stock available for 
issue, and for all non-expendable property 
issued on a "Memorandum Receipt" to using 
offices within the station and to satellite 
activities under the jurisdiction of the 
station. Form No . 36-17, "Stock Record Card, 
(Sample Attached) or AGO Form No. 421 may be 
utilized for maintaining stock record accounts. 

(2) In addition to the stock record account , 

the accountable supply and property .officer will 
be required to maintain individual jacket files 

for property issued on "Memorandum Receipt." A 

"Voucher Register" should be kept on Form No. 36-15 

(Sample Attached) to record by number the vouchers 
which are posted as transactions to the stock 

record account. 
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£• "Memorandum Receipt" Issue 

(1) Non-expendable property used within the 
station and'- in satellite activities under the 
jurisdiction of,the stotion,will be issued by 
the accountable supply and property officer on 
a "Memorandum Receipt" basis to responsible 
individuals. Upon issue, the "Balance on 
Hand" column of the "Stock Record Card," Form 
No.- 36-17, will be credited and the "Memorandum 
Receipt" balance will be increased. When AGO 
Form No. 421. is used, the "utility" column 
will be utilized for the "Memorandum Receipt" 
entries. 

(2) , The balance on hand, together with the 
balance issued on "Memorandum Receipt" as shown 
on the "Stock Record Card" will represent the 
total accountability of the accountable supply 
and property officer for any particular item. 

(3) Accountability for expendable supplies 
ceases when issues are made by the accountable 
supply and property officer; the receipted 

• transfer dpcument will constitute a credit to , 
his stock record account. 

£• Property Acquisitions and Dispositions 

( 1 ) _ The accountable supply and property 
officer of each station will prei^are a 
"Consolidated Property Report," Form No. 

36-22 (Sample Attached) as of the last day 
of each month. This report will indicate' 
by item the total gains or losses of non- 
expendable property which have occurred 
during the month. Items whose balances 
have not increased or decreased during the 
reporting period will not be included' on 
the Form No. 36-22. 

(2) . Form No. 36-22 should be prepared 

in triplicate by the accountable -supply and 
property officer. The original and one copy 
will be forwarded, through channels, to the 
Chief of Services. Washington, n .p., Atten- 

J , to arrive 

lotej. oucui bile ism aay of the following 
month . B 
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(■3) ."Memorandum Receipt" issues and returns 
do not constitute a change in the total ac- 
countability of the accountable supply and 
property officer, and such transactions wixl 
not* bo included on the "Consolidated Property 
‘Report." Receipts will include property re- 
ceived from local Army or Navy supply sources, 
Services Division, Washington, local purchase, 
and all property turn-ins, except memorandum 

Roceipts, made by individuals and/or using 
agencies. Overages accounted for on "Reports 
of Inventory Adjustment" will be classified as 
receipts. Disbursements will include all issues 
(except memorandum receipt) and transfers of 
supplies and equipment. Shortages accounted 
for on "Survey Reports" and on "Reports of > 

Inventory Adjustment" will also be classified 
as disbursements. 


STAT 


7. AUDITS 

All property accounts, maintained by .designated . accountable 
supply and property officers will be subjec t t° periodic audi ts 

and inspections by a representative of the | — 

Washington, Accountable officers may.be held pecuni- 
n-rfl v lia ble for any discrepancies which are discovered in, the 
cJuile of tL Sd?? y unless such discrepancies can be satis- 
factorily explained and corrected. 

8. PROPERTY CLEARANCE FOR INDIVIDUALS 

a . Washington Area • 

(l) All individuals must obtain a signed 
■property clearance from their Branch Supply 
and Property Officer upon separation or trans- 
fer, and no final payment will be made by the 
finance officer until such clearance has been 
obtained. 

Property in the possession of individuals 
iho ore being separated or transferred will be 
returned to the Branch Supply and Property Officer. 

b . Outside Washington Area 

(l) Upon separation or transfer from a 

station outside the Washington area, all 
individuals must obtain a k signed property 
clearance from the accountable. supply ana 
property officer. All property in the 
possession of such individuals should be 
turned in to stock prior to departure, and 
a receipt for same will be given to the in- 
dividual by the accountable supply and 
property officer. . 
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(2) Personnel returned to the U*. S, from overseas 
installations will not be allowed to retain any 
Government property unless said property is essential 
Tor the completion of the journey. The items re- 
tained., if any* will be listed on the reverse side 
of the property clearance certificate , arid will be 
immediately returned to appropriate Services Division 
Supply Officers upon arrival in 'Washington. 

9. LOST, DAMAGED, OR STOLEN PROPERTY - SURVEYS 


a* General 

(1) The policy of this agency contemplates that some 
individual will be responsible at all times for the 
earn and safekeeping of Government property. In oases 
where property is lost, damaged, stolen, or destroyed 
by causes other than fair wear and tear in the service , 
of the Government, the responsible individual will pre- 
pare a "Survey Report", Form Ho. 36-18 (Sample attached) 
in accordance with the procedures outlined below*. 

(2) "Survey Reports" must be initiated by the respon- 
sible individual within thirty days after the loss, 
damage, or destruction has been discovered, 

b. Preparation and Distribution of "Survey Reports" in 
' Washington Area 


(1) The responsible individual, will initiate "Survey 
Report" Form No, 36-18 prepared in sextuplicat-e, for 
lost, damaged, or stolen property. If the individual 
preparing the "Survey Report" holds the property on a 
"I.lemcrandum Receipt" basis and. is responsible but not' 
accountable, lie will forv/ard the original and four copies • 
of the report to- his Branch Supply and Property Officer, 
who will post one copy as a credit to his stock record 
account. Another copy will be used to make appropriate 
deductions from the "Accounts Control" section of the 
"Stock Control Cards" and will be filed in the re- 
sponsible individual^ jacket file. The original and 
two copies of Form Now 36-18 will then be forwarded to 
the I 


action 


for investigation and 


(2) When an accountable Branch Supply and Property 
Officer initiates a "Survey Report" as the responsible 
individual, an original and three copies of Form No. 
36-18 will be prepared. One copy will be vouchered, 
posted to the stock record account of the accountable 
officer, and filed as a suspense voucher. The original 
and two copie s of the "Survey Report" w ill then be for- 
warded to the f | for investigation 

and action. 
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(3) Final decision on all " Survey Reports " will rest 
with the C.I.Q. Property Survey Board. The Chairman 
of the Board will act on said "Survey Reports" for the 
Director , Central Intelligence Group. '• 

(h) When final action has been completed on the 
"Survey Report", one copy will be returned to the • 
responsible initiating Individual and it will be filed 
by him as a valid voucher In lieu of the suspense oopy 
which he has retained, 

c. Prep miration and Distribution of "Survey Reports" 
outside Washington Area • 

(1) Supplies and equipment- lost, damaged, or stolen, 
will be listed on a "Survey Report" Form No. 36-18, 
initiated in quintuplicate by the individual having 
direct responsibility for th^ property. Chief of 
Stations mil appoint a disinterested investigation 
officer (civilian or military) to examine available 
evidence regarding the loss, damage, or destruction, 
and his findings will be included on the reverse side 
of the "Survey Report". 

(2) If the responsible individual is not accountable 
and holds the property on a "Memorandum Receipt" 
basis, an original and three copies of the Form No. 

36-18 will be forwarded by him to the accountable 
officer. The accountable officer will use one copy as 
a credit voucher to clear his stock record account for 
the items lost, damaged, or stolen, and one other copy 

.. will be signed by the accountable -officer and will be" 
forwarded to the chief of station for final appr evad- 
or disapproval. After the "Survey Report" has b^en 
approved by the chief cf station, one* copy will be 
returned to t he originator, and one copy \;i3.1 be for- 
warded to the | l lTashington, D.C. 

for informational purposes • 

(3) When an accountable officer initiates the "Survey 
Report", an original and four copies will be prepared 
by him. One copy will be posted to his stock record 
account and filed as a suspense credit voucher. The 
suspense voucher will '’not be considered a valid voucher 
until an approved "Survey Report" signed by the Chief 
of station is returned to the Accountable officer con- 
cerned. 
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(li) "Survey Reports" which have been disapproved by 
the ch ief of the- station will be forwarded* in duplicate 
to the | | V/ashinrrton . I), C. , 

for final action and review. v jhen action by the | ] 

~h as been completed; one copy of the 
"Survey Report" will be returned through channels to 
the responsible initiating individual. 

10, PROPER TT WORM OUT THROUGH FAIR WdAR AND TiAft 

a. hashing ton Area 

(1) Branch Supply and Property Officers will execute 
"Property Turn-in or Transfer Slips " , Form Mo.. 36-21^ 
in connection with the return of property worn out;. or 
otherwise rendered unserviceable through fair wear' 
and tear without fault or neglect on the part of any 
individual; or individuals; or property which has be- 
come obsolete to appropriate supply and property officers 
of the Services Division, The responsible and/or 
accountable individual will be given credit for said 
turn-in on a copy of Form No. 36-2)4. 

(2) Property will not be considered worn out through 
falx' wear and tear 3 ' nor will credit be given unless it 
is returned to proper supply channels. The dotermin- 
ination as to the validity of the fair wear and tear 

of the property will be made by the appropriate Services 
Division Supply Officer accepting the turn-in. 

b* ; Installations Outside Washington Area 

(1) Property worn out; or otherwise rendered un- 
serviceable through fair wear and tear without fault or 
neglect on the part of any individual or individuals^ 
or property which has become obsolete; will be re- 
turned to the accountable officer of the station for 
credit* jVc count able officers will either effect repair 
of the it^ms worn out through fair wear and tear or 
will make disposition of said items through salvage 

or other available moans. ■ - 

(2) Accountable supply officers will use "Reports of 
Inventory Adjustment" to clear their stock record 
accounts of property which has been worn out through 
fair wear and tear. Items of this type will be listed 
on a "Report of Inventory Adjustment" with the following* 
certificate signed by the accountable supply and 
property, officer and approved by the chief of station: 
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I certify that the. items listed h^rnon have 
worn out through fair wear and tear in the 
service of the Government without fault or 
neglect on the part of any individual or 
individuals,, and that said items are not 
economically repairable. 




ji 
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STAT 


Accountable Supply arid Property Officer 


APPROVED: 


Chiaf of Station 

11. "REPORTS OF DTVEKTORI ADJUSTiMiT 1 ' 


a# 


General 


Accountable Supply and property Of i leers may utilise 
the 11 Report of Inventory Adjustment 1 ', Form Ho. 3b-lo, 
(Sample Attached), or 7.DAG0 Form 71 o • ill-t-ll, adjust 
discrepancies, which may -appear . on their stock record 
accounts, resulting from errors in nomenclature or 
posting*' The overages ' mid. shortages of like items 
should' offset one another or: the "Report of Inventory 
Adjustment" « The use of a "Report of Inventory Ad-. 

• justmerit" by an accountable supply and, property officer 
will be limited to reporting property worn out through 
fair 'wear and tear as outlined in Par. 10 b. (2) 

above, and the correction of nomenclatuxve and/or 

posting errors on his stock record account, 
b . Washington Area 

(1) "Reports of Inventory Adjustment" will be pre- 
pared in quadruplicate by fch- accountable Branch 
Supply • and Property Officer. One copy wall be held in 
suspense by the originating officer, an d the original 
and" two ; copies will bo forwarded to. the C 


[ 


]fcr review and final approving action by the 


Chief of Service 
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(2) Alter th° "Report of Inventory Adjustment" has 
,J *^n approved, on® copy will be returned to the 
accountable Branch Supply and Proper by Officer ' for 
posting to his stock record account, and it will 

* subsequently be filed as a valid voucher* v ;h®n 

necessary, the suspense copy of the "Report of 
Inventory Adjustment" will be. posted to thn "Accounts 
Control" section of the "Stock Control Card", and. 
tiled in the responsible individual *s jacket file. 

(3) "Reports of Inventory Adjustment" which are dis- 
approved by ths Chief of Services will b<= r°turn*d to 

ths accountable Sr anch Supply aiid Property Officer 

watli instructions that a- "Survey Report" b° initiated 
m accordance .with paragraph 9 above. 

•2* Installations Outside Washington Area 

(1) "Reports of Inventory Adjustment" will he 
prepared in quadruplicate by th» accountable supply 
and property officer of the installation. One copy 
wiil be held in suspense by the originating officer, 
and the original and two copies will be forwarded to 

of . station- for final approval. Chiefs of 
stations are enjoined net to aporove "Reports -o*' 
Inventory Adjustment" initiated* to rectify dis-1 
crepancies other than nomenclature changes and/or 
posting errors. . 1 

(2) After the "Report of Inventory Adjustment" has 
been approved by the chief of station, me cooy will 
be r^turui^d to the accountable supply and property 
ox ficer lor posting to his stock record account. 

^ a W p 1:L he filed as a valid voucher. 

I e chiof ol station wa.il maintain one copy of the 
Report of Inventory Adjustment" for file, and one 
copy will be forwarded to the Chief, 

Washington, 3D. C, 9 


O) "Reports of Inventory- Adjustment" which are 
disapproved by the chtef of station will be returned 
to :,h-: accountable supply, and property officer with 
instructions that a "Survoy Report" bo initiated jn 
accordance with paragraph 9 above. ' • 


FOR TH” D IRECTOR OF C.'INTOAT. TMT-tit.ttp.m-mom-. 


Attachments - 9 
Distribution; A- 


Executive for Personnel 
and Administration 


STAT 


: . . _ ' ' ; V 

Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 00020009-3 

, . ■ I -. ... . . . • • • . • • Aft. SiiU*. .J, . ■ .. ......; 







SURVEY REPORT 


NOTE: SEE INSTRUCTIONS ON REVERSE SIDE 



ACCOUNTABLE OR RESPONSIBLE INDIVIDUAL (NAME) 



(4) CIRCUMSTANCES (include names, dates and locations) 


_BE I NG DULY SWORN . DEPOSES AND SAYS. THAT THE ARTICLES 


OF PUBLIC PROPERTY SHOWN ABOVE AND/OR ON ATTACHED SHEETS WERE L 0 S T . D A M A GE D . 0 R DESTROYED- WHILE IN 


THE PUBLIC SERVICE. THE CIRCUMSTANCES BEING AS FOLLOWS: 


S I GNATURE( AFF I AN T ) 


SUBSCRIBED AND SWORN TO BEFORE ME THIS. 


S I GNATURE ( NOTARY PUBLIC OR SUMMARY COURT) 


PROPERTY SURVEY BOARO , WASHINGTON , D. C, 


APPROVED 



SIGNATURE (CHAIRMAN) 


SIGNATURE (CHIEF) 
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15) FINDINGS 
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, have personally investigated all available evidence as shown IN EXHIBITS 

,T IS MY BELIEF THAT THE ARTICLES LISTED HEREON AND/OR ON ATTACHED SHEETS, TOTAL COST 


SIGNATURE^ INVESTIGATING OFFICER) 


(6) CERTIFICATION (property accountable officer^ 


I CERTIFY THAT THE ITEMS LISTED HEREON AND/OR ON ATTACHED SHEETS APPEAR ON MV STOCK RECORD 
AND WERE ISSUED ON M/R TO R ESP ON S I BL E PERSON I N I T I AT I N G TH I S SURVEY. 


S I GNATUR E ( ACCOUNTABLE OFFICER) 


(7) RECOHHENDAT ION (chief of installation - overseas) * 


AT I ON OF ALL AV A I L A B L E E V I DEN CE {DOES DR DOES NOT. SUBSTANTIATE THE FIND, NGS OF THE 


INVESTIGATING OFFICER. 


I RECOMMENDATION 


WASHINGTON. D.C.) 


S I GNATURE ( CH I EF OF INSTALLATION) 


SI GNATUREtCH I EF) 

INSTRUCTIONS ~ 

1 CORRECT NOMENCLATURE (SEE C1G STANDARD NOMENCLATURE LIST). 

e1os? tJ BE INSERTED BY PROPERTY CONTROL SECTION.WASHINGTON.O.C. 

s ^ L°^!ror?r;^| S "v^T^nO^ OF LOSS.DAMAGE OR DESTRUCTION. 

1 --^ — - — 

RECOMMENDED. : —7 7 — • u .,, Mr h ffeRENCE IN THE SPACE PROVIDED AS FOLLOWS; (SEE 

MOTE: I F SPACE IS INADEQUATE. ANOTHER JHJvET may BE USED MAKING REFERENCE IN THE . ^ 

ATTACHED SHEET MARKED * A ." ^ ?Hm! J. -.-r— L — _ ' '~- J ~ “ 
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REPORT OF INVENTORY ADJUSTMENT 


STATION OR UNIT 



REPORT NO. VOUCHER NO, 


RECORDED INVENTORY ADJUSTMENT 

BALANCE BALANCE T . I 

t ' fc QUAN. OVER QUAN. SHORT 


1 CERTIFY that the above inventory adlnstments are necessitated by dllterences between the balances as recorded on the stock record 
cards and the balances counted on the physical Inventory made on _ 

Authority is requested to reflect the above adjustments on the stock record cards of the named station supply branch. 


FORM NO. 
OCT 1946 36 



ACCpHtlTAOLR^OPiFICE 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington,, D. C. 


ADMINISTRATIVE INS TRUCTION 
NO . 


10 January 1951 


SUBJECT: Property Disposition 


Paragraph la of Administrative Instruction 
7 March 19^-9; is amended as follows: 


dated 


"1. a. The CIA Property Survey Board is composed of the 
following members and is constituted to act on all matters 
pertaining to loss, damage, destruction, theft, or for the 
disposition of public property for which CIA is responsible: 


Chairman 

Member and Legal Advisor 
Member and Recorder 
Member 


Deputy Security Officer 
Assistant General Counsel 
Deputy Procurement Officer 
Assistant Comptroller*' 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


MURRAY HcffOffllEL 
Deputy Director 
(Administration) 


25X1A 


25X1A ! 


25X1 A 


Distribution: No. 3 
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CENTRAL mmiGENCE AGENCY 
■Washington, D. C. 


ADMINI STRATI VE INS TRUCTION 
NO. 

SUBJECT: ■ Property Disposition 


10 January 1951 


Paragraph la of Administrative Instruction dated 

7 -March 19'l’9> is amended as follows: — 

"1. a. The CIA Property Survey Board is composed of the 
following members and is constituted to act on all matters 
pertaining to loss, damage., destruction, theft, or for the 
disposition of public property for which CIA Is responsible: 


Chairman 


Deputy Security Officer 


Member and Legal Advisor Assistant General Counsel 


Member and Recorder 
Member 


Deputy Procurement Officer 
Assistant Comptroller” 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Deputy Director 
( Admini s t r at i on ) 


Distribution: No. 3 


RESTRICTED 




25X1A 


25X1A 


25X1 A 
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